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FACILITY SYSTEMS ENGINEERING PROJECT REVIEW
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Revision: B-2

START

Determine that the 
project is ready for 
review and prepare 

the review 
documentation
(see Note 1) 

Prepare a tentative 
agenda and 

contact the review 
chairman to 

request a review
(see Note 1)

Project Manager/
Project Management

Engineer

Establish the 
review panel
(see Note 2)

Review Chair

Draft a review 
notification letter

(see Note 3)

Prepare/revise the 
review notification 

letter

Review Secretary

Approve? No

Distribute the 
review notification 
letter via hard copy 

or e-mail
 to all review panel 

members and 
invited parties

Obtain completed 
review material 
from the project 

team and compile 
for use at the 

review

Distribute the 
review material to 

the panel members
(see Note 4)

Convene and 
conduct the review
(see Notes 5 & 6)

Review Panel

Collect the 
Requests for 

Action and finalize 
the meeting 

minutes

Approve and sign 
the meeting 

minutes

Note 1
The selection of the review chairman and secretary, 
the documentation required, and the agenda items 
are specific to the type of review being performed 
and are defined in LAPD 7000.2.

Participate in the 
determination of 

the project review 
status and prepare 
the documentation

(see Note 1)

Note 2
The members of a review panel are selected as a 
joint effort between the Project Manager/Project 
Management Engineer and the Review 
Chairman.  Participation is based upon:
-Type of project
-Technical complexity and risk
-Technical expertise required
-Scope of the projectYes

Note 5
Refer to the Project 
Management Plan for 
review requirements for the 
project.

Objective:  
-to enhance the probability of success of facility projectsProject Team

To next page

General Information

The following records are generated by this procedure and are 
maintained in accordance with CID 1440.7:
-Review Notification
-Review Material
-Request for Action, LF 6
-Review Minutes
-RFA Response

Approval ___________________________________________
Associate Director for Research and Technology Competencies

Note 3
The notification letter identifies:
-Review objectives
-Date, time, and place
-Review panel members
-Action Item Coordinator
-Tentative agenda with allotted times

Note 4
Review material is to be 
distributed to all panel 
members prior to the 
scheduled review date.

Note 6
Members of the review panel may initiate 
Requests for Action to resolve issues which cannot 
be readily addressed during the review.  The 
requests shall be documented on Langley Form 
(LF) 6, Request for Action (RFA).  The review 
panel will screen all submitted RFAs at the end of 
the review for completeness, elimination, or 
consolidation, as appropriate.

Original signed on file
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From previous 
page

Distribute the 
meeting minutes 
and Requests for 
Action using the 

Request for Action 
form, LF 6, if 

indicated by the 
type of review
(see Note 7)

Assign a team 
member to resolve 
the Request(s) for 

Action

Resolve the 
Request(s) for 

Action, prepare a 
response and 

submit for approval

Project Team

Obtain approval 
from the action 
item requester
(see Note 8)

Approval
received?

Approve?

Yes

Distribute copy of 
all action item 
closures to the 
Review Panel 
members and 

prepare a status 
presentation for the 

next review

Yes

END

No

No

Review Chair

Review Secretary
Project Manager/

Project Management
Engineer Note 7

Minutes of each review, including Action Items, shall 
be distributed as follows:

Reviews covered by LAPD 7000.2:
-Panel members
-Appropriate Organization Heads
-Appropriate Directorate and Office Heads
-Correspondence and Records Management (C&RM),
 Logistics Management Team
-Project Manager/Project Management Engineer
-Project Team Members

All other reviews:
-Panel members
-Appropriate Organization Heads
-Project Manager/Project Management Engineer
-Project Team Members

Note 8
Failure of the requester to respond to the proposed 
Action Item closure within 10 working days will infer 
acceptance.
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